


INDE 


ADVANCEMENT 


From Business to Books, $ 35 

Making Your Job More Important, F 51 
Prejudice: Obstacle or Alibi? O 24 
You, Too, Can Think, O 20 


Airline Terms in Gregg Shorthand, Mr 53 


Alexieff, Carol (secretary to Peter van Schilf- 
gaarde, Netherlands Student Travel Office), 
Ja 13 


Are You Emotionally Mature? O 20 

Around and Around the World, N 27 

As the Children See Us (Mrs. Secretary), Ap 32 
Ask the Experts (a monthly feature) 


Averbach, Sylvia: A Step in the Right Direction, 
$ 23 


BANKING 


A Step in the Right Direction, § 23 
Banking Terms in Gregg Shorthand, $ 45, Ja 39 


Be Nice to Him, My 59 


BILINGUAL SECRETARIES: Memo to: Eager Beavers, 
Ja 16 


BOOK REVIEWS (see: Secretarial Bookshelf) 


BOOKKEEPING: Chancellor of the Exchequer, D 22 
The British Are Coming , My 27 


CAREERS (see also: Jobs) 
Insurance: A Wide-Area Career, F 24 
In the Jet Age: Technical Typing, F 26 
A Look at Retailing, Mr 35 
Memo to: Eager Beavers, Ja 16 
The Opening Door, D 13 
So You Want to Enter the Hotel Field 
F 18 
The Sound of Success, Ap 30 
A Step in the Right Direction, $ 23 
Catch the Brass Ring, Ja 13 
Chancellor of the Exchequer, D 22 
Ciraldo, Jill (Harry Winston, Inc.), Mr 21 
Conservative, Liberal, O 27 
Converting Spring Fever, Ju 21 


COOKING: Desk Jockey and Kitchen Mechanic, 
My 28 


COPYHOLDERS: An Extra Pair of Hands, N 24 


CORRESPONDENCE (see: Letters) 

Criminology Terms in Gregg Shorthand, Ju 35 

D'Amico, Victor (New York Museum of Modern 
Art), O 17 

Davies, Jack: Are You Emotionally Mature? O 20; 
How Tense Are You? N 47; What Are Your 
Chances of Winning a Husband? D 46 


DESKS 
Are You Desk Conscious? N 28 
Dilemma Over Desks, $ 24 

Dilemma Over Desks, S$ 24 

Don't Forget to Forward My Mail, $ 20 

Douglas, Barbora Ann (secretary to Victor 
D'Amico, New York Museum of Modern Art), 
Oo 17 

Editor's Note: Election Day, O 7; Giving, Ja 11; 
How to Succeed, Mr 15; Individual Responsi- 
bility, Ju 15; Individuality, N 7; Keeping In- 
formed, F 13; Peace on Earth . To Men of 
Good Will, D 11; Pride of Work, S 6; Spring, 
My 19; Travel, Ap 15 

Electrical Engineering Terms in Gregg Shorthand, 
Ap 49 

Electronics Terms in Gregg Shorthand, O 49 


ENGINEERING 
Electrical Engineering Terms in Gregg Short- 


hand, Ap 49 
Metallurgical Engineering Terms in Gregg Short- 
hand, F 43 
ENGLISH 


Ask the Experts (a monthly feature) 
Word Teasers (a monthly feature) 


EQUIPMENT (see also: Office Accessories) 


Dilemma Over Desks, $ 24 
Product Points (a monthly feature) 
The Salesman: You, Mr 28 


An Extra Pair of Hands, N 24 
The Far Side of the Globe, Ap 17 


FASHIONS: Good Looks Section (a monthly feature) 
The Fine Art of Goldbricking, My 26 

Fleit, Muriel (secretary to Arlene Francis), S$ 17 
Flying Secretary, My 36 


Foley, Anne Diplomatically Speaking, O 22; 
From Tons into Ounces, Ju 32; Insurance: A 


TODAY’S SECRETARY 
SEPTEMBER, 1961-—JUNE, 


Wide-Area Career, F 24; The Magic Circle, 
S$ 17; Memo to: Eager Beavers, Ja 16; The 
Time for Art, O 17 


FOREIGN TRADE: Around and Around the World, 
N 27 


FORMS OF ADDRESS 
Ask the Experts (a monthly feature) 
Diplomatically Speaking, O 22 

Francis, Arlene, $ 17 

French, Marilyn: Desk Jockey and Kitchen Me 
chanic, My 28; Headed for the Firing Line? F 22; 
The High Cost of Procrastination, Ja 18; The 
Office Receptionist, N 22, D 18; Prejudice 
Obstacle or Alibi? O 24; The Salesman: You, 
Mr 28; Teacher Never Told Me, Ju 22 

From Business to Books, $ 35 

From Tons into Ounces, Ju 32 

Graphic Arts Terms in Gregg Shorthand, N 43 


GROOMING: Good Looks Section (a monthly 
feature) 

Gryck, Margaret (secretary to Jill Ciraldo, 
Harry Winston, Inc.), Mr 21 

Guiity or Not Guilty? (Mrs Secretary} Mr 27 


Handal, Joan: Around and Around the World, 
N 27; A Look at Retailing, Mr 35; Tax Time 
—Medical Version, Ja 21 


HANDICAPPED WORKERS: From Tons into Ounces, 
Ju 

Headed for the Firing Line? F 22 

Help for the Harried: Are You Desk Conscious? 
N 28; Carbon Paper Pointers, Mr 36; Every 
thing Happens to You, D 24; Help Wanted 
: , My 30; Office Telephone Tips, F 28; 
Organizing a Shorthand Notebook, $ 28; Some 
Timeless Tips, Ju 26; Tackling a Large Mailing, 
Ap 37; Western Union to the Rescue, Ja 24 


The High Cost of Procrastination, Ja 18 


Holmgren, Florence Deppe: For Job Hunters Only, 
D 16 


HOTEL CAREER: The Mat Says Welcome, F 15 
Housework in a Hurry (Mrs. Secretary), O 26 
Housman, Eva: The Far Side of the Globe, Ap 17 
The Human Side (a monthly feature) 


IMPORTING: Around and Around the World, N 27 
In the Jet Age: Technical Typing, F 26 
Insurance: A Wide-Area Career, F 24 


INVESTING: Know These Financial Facts of Life? 
Ju 51 
For Job Hunters Only, D 16 


JOB HUNTING 


For Job Hunters Only, D 16 
The Look to Get to Keep the Job, § 32 
Teacher Never Told Me, My 24 


JOBS (see also: Careers) 
Around and Around the World, N 27 
Flying Secretary, My 36 
In the Jet Age: Technical Typing, F 26 
The Office Receptionist, N 22, D 18 
The Opening Door, D 13 
Secretary on Location: Anywhere, F 27 
Johnson, Loraine: Loyalty, N 52; The Perfect Boss, 
My 59 
Jollon, Mary: Editor's Note (a monthly feature; 
see under title for topics); The Mat Says Wel- 
come, F 15; A Warm and Friendly Place, Mr 21 
Jones, Clark (The Water Tower Inn), F 15 
Kaye, Shirley (Carnegie Hill Project), My 21 
Know These Financial Facts of Life? Ju 51 
Labor Relations Terms in Gregg Shorthand, My 47 
The Last Page (a monthly feature) 
Larkin, Kathy: Reading—Faster and Faster, D 20; 
The Truth About Those Liquid Diets, Mr 40 
Lay, Sharon (secretary to Clark Jones, The Water 
Tower Inn), F 15 
Lerner, Max, N 19 


LETTERS 


Air Force, Ju 33 
Ask the Experts (a monthly feature) 


Army, F 18 
Diplomatically Speaking, O 22 
Novy, Mr 33 


Tackling a Large Mailing, Ap 37 
Western Union to the Rescue, Ja 24 


Let's Go! Ju 53 

Liberal, Conservative, O 27 
A Look at Retailing, Mr 35 
Loyalty, N 52 


1962 


The Magic Circle, $ 17 

Making Your Job More Important, F 51 
MALE SECRETARIES: Flying Secretary, My 36 
Marion, Francis: Don't Be Like ,o15 


MARRIED SECRETARIES 
Desk Jockey and Kitchen Mechanic, My 28 
Mrs. Secretary (a monthly feature; see under 
title for specific topics) 
Martinson, 
feature) 


Jeanne Mrs. Secretary (a monthly 


Mass, Roslyn (secretary to Max Lerner), N 19 
A Matter of Minutes, Ju 24 


MATURE WORKERS: The Opening Door, D 13 
MEDICAL SECRETARY: Tax Time—Medical Version, 
Ja 21 


Men Are Funny—Women, Too (Mrs. Secretary), 
F 


21 
Metallurgical Engineering Terms in Gregg Short- 
hand, F 43 


MILITARY CORRESPONDENCE 
Air Force, Ju 33 


Army, F 18 
Navy, Mr 33 
Mrs Secretary (a monthly feature): As the 


Children See Us, Ap 32; The Fine Art of Gold- 
bricking, My 26; Guilty or Not Guilty? Mr 27; 
Housework in a Hurry, O 26; Men Are Funny— 
Women, Too, F 21; Point of Order, N 26; The 
Road to Leisure . . Or Limbo? D 17; The 
Trouble with Taxes, $ 27; When Mama Leaves 
for Work, Ju 17 

Murphy, Sheila (secretary and mother), Ju 17 

Netherlands Student Travel Office, Ja 13 

Notes and Quotes (a monthly feature) 


OFFICE ACCESSORIES (see also: Equipment) 
Dilemma Over Desks, $ 24 
An Extra Pair of Hands, N 24 
Paper Does Make the Difference, Mr 30, Ap 28 
The Salesman: You, Mr 28 


OFFICE MANAGEMENT: A Step in the Right Di- 
rection, § 23 


OFFICE PROBLEMS AND CUSTOMS (see also: 
Secretarial Duties) 
The Human Side (a monthly feature) 
Headed for the Firing Line? F 22 
Should Secretaries Be Unionized? Mr 24 
Teacher Never Told Me, Ju 22 
Who? . . Me? Ja 22 


The Office Receptionist, N 22, D 18 


OFFICE RELATIONS 
Don't Be Like 
Loyalty, N 52 
Who? .. . Me? Ja 22 
You and Your Boss, N 58 

OGA, 49th International Contest: Copy and Rules, 
D 32; Winners, Ju 40 

The Opening Door, D 13 


,O15 


OVERSEAS EMPLOYMENT 


The British Are Coming ; , My 27 
Secretary on Location: Anywhere, F 27 
PAPER 


Carbon Paper Pointers, Mr 36 
Paper Does Make the Difference, Mr 30, Ap 28 
Paper Terms in Gregg Shorthand, D 35 


Penney, Peggy: Flying Secretary, My 36 
The Perfect Boss, My 59 


PERSONALITY (see Office Relations) 
Point of Order (Mrs. Secretary), N 26 
Prejudice: Obstacle or Alibi? O 24 
Product Points (a monthly feature) 
Reading—Faster and Faster, D 20 


RETAILING: A Look at Retailing, Mr 35 

The Road to Leisure . . . or Limbo? (Mrs. Secre- 
tory) D 17 

Rollason, Peggy Norton: Chancellor of the Ex 
chequer, D 22; From Business to Books, $ 35; 
Who? . Me? Ja 22; You, Too, Can Think, 
oO 20 

The Salesman: You, Mr 28 


Secretarial Bookshelf, O 8, N 12, D 4, Mr 12, My 
6, ju 4 


SECRETARIAL DUTIES (see also: Help for the 
Harried) 


Chancellor of the Exchequer, D 22 
Converting Spring Fever, Ju 21 

Don't Forget to Forward My Mail, § 20 
The High Cost of Procrastination, Ja 18 








Making Your Job More Important, F 51 

A Matter of Minutes, Ju 24 

The Office Receptionist, N 22, D 18 

Save Other Secretaries, N 14 

Tax Time—Medical Version, Ja 21 

Teacher Never Told Me, Ju 22 
Secretary on Location: Anywhere, F 27 


Shopping Spree (a monthly feature) 


SHORTHAND TERMS 
Airline, Mr 53 
Banking, $ 45, Ja 39 
Criminology, Ju 35 
Electrical Engineering, Ap 49 
Electronics, O 49 
Graphic Arts, N 43 
Labor Relations, My 47 
Metallurgical Engineering, F 43 
Paper, D 35 


SHORTHAND AND TRANSCRIPTION (see also: Index 
to Shorthand Stories) 

Gregg Shorthand Puzzle (a monthly feature) 
OGA Copy (a monthly feature) 
Organizing a Shorthand Notebook, §$ 28 
Transcription Corner (a monthly feature) 
Transcription Speed Practice (a monthly feature) 
Transcription Timesavers, O 37 

Should Secretaries Be Unionized? Mr 24 

Sitting in Judgment, N ?9 


SOCIAL WORK: Their Own Small Town, My 21 
The Sound of Success, Ap 30 
A Step in the Right Direction, $ 23 


Tatich, Michael: You ... Your Car and Travel, 
Ap 24 

Tax Time—Medical Version, Ja 21 

TAXES 
Tax Time—Medical Version, Ja 21 





The Trouble with Taxes (Mrs. Secretary), $ 27 
Teacher Never Told Me, My 24, Ju 22 
Technical Typing, F 26 


TELEGRAMS: Western Union to the Rescue, Ja 24 


TELEPHONING: Office Telephone Tips, F 28 
Their Own Small Town, My 21 
The Time for Art, O 17 


Transcription Corner (a monthly feature) 


TRAVEL 


The British Are Coming . . , My 27 

The Far Side of the Globe, Ap 17 

Let's Go! Ju 53 

Secretary on Location: Anywhere, F 27 
Where in the World Are You Going? Ap 20 
You ... Your Car and Travel, Ap 24 


TRAVEL PLANNING (for boss): Don't Forget to 
Forward My Mail, $ 20 


The Trouble with Taxes (Mrs. Secretary), S$ 27 
The Truth About Those Liquid Diets, Mr 40 


TYPING 


Competent Typist Test (a monthly feature) 
OAT Copy (a monthly feature) 


UNIONS: Should Secretaries Be Unionized? Mr 24 


Van Schilfgaarde, Peter (Netherlands Student Travel 
Office), Ja 13 


Vann, Polly (secretary to Shirley Kaye, Carnegie 
Hill Project), My 21 


A Warm and Friendly Place, Mr 21 


When Mama Leaves for Work (Mrs. Secretary), 
Ju 17 

Where in the World Are You Going? Ap 20 

Who? .. . Me? Ja 22 

Wiest, Barbara: Catch the Brass Ring, Ja 13; Con- 
verting Spring Fever, Ju 21; Don't Forget to 
Forward My Mail, S 20; Paper Does Make the 
Difference, Mr 30, Ap 28; Secretary on Location: 
Anywhere, F 27; Sitting in Judgment, N 19; Their 
Own Small Town, My 21 

Winter, Elmer: The Big Change—And Why, D 14 

Winters, Nancy: A Matter of Minutes, Ju 24 


WOMEN WORKERS (see aiso: Mrs. 


The Opening Door, D 13 
Prejudice: Obstacle or Alibi? O 24 


Word Teasers (a monthly feature) 
You, Too, Can Think, O 20 

You and Your Boss, N 58 

You . . . Your Car and Travel, Ap 24 


Secretary) 


INDEX TO SHORTHAND 
STORIES 


Bertsche, Faith: Katie Sue, O 51; Operator Five, 
D 41 


Between Friends, Ap 40 


Bolger, Charlotte S.: A Paris Thanksgiving, N 38 
The Burning Issue, Ja 30 

Cottingham, Margaret: Dirty Job Well Done, My 37 
The Day, Ju 38 

Dirty Job Well Done, My 37 

The Early Bird, Ap 44 


Flash Reading: Between Friends, Ap 40; Forgive 
and Forget, O 42; I've Got a Secret, Ja 32; 
Life—Subject to Change, S$ 34; The Payday 
Habit, F 36; The Real Test, My 44; Self-Service? 
Mr 44; A Topic for Caution, N 34; Treat Your- 
self, Ju 37 


Forgive and Forget, O 42 

The Gladiators, O 40 

The Gregg Behind the Shorthand, §$ 37 

Gylling, Grace: The Early Bird, Ap 44 

Hokanson, Ingrid Marie: Sold, My 45 

How and Why, Mr 51 

I've Got a Secret, Ja 32 

Katie Sue, O 51 

— Jack: The Day, Ju 38; The Perfect Boss, 


Life—Subject to Change, $ 34 
Lunch Hour Lesson, Mr 42 


Neitzel, Neal: The Gladiators, O 40; Lunch Hour 
lesson, Mr 42 

Operator Five, D 41 

Paisley, Gail: Treat Yourself, Ju 37 

A Paris Thanksgiving, N 38 

Paviu, Roberta: Between Friends, Ap 40; Forgive 
and Forget, O 42; I've Got a Secret, Ja 32; 
Life—Subject to Change, S$ 34; The Payday Habit, 
F 36; A Practical Gift, D 30; The Real Test, 
My 44; Self-Service? Mr 44; A Topic for Caution, 
N 34 


The Payday Habit, F 36 
The Perfect Boss, F 34 

A Practical Gift, D 30 
The Real Test, My 44 
Self-Service? Mr 44 
Sold, My 45 


Symonds, F. Addington: The Gregg Behind the 
Shorthand, § 37; How and Why, Mr 51 


A Topic for Caution, N 34 
Treat Yourself, Ju 37 
Unrau, Ruth: The Burning Issue, Ja 30 


VeGRAW-HILL BOOK CO., Inc... 330 West 42nd Street, New York, 56 
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